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Village of Wauconda 
Job Description 

 
JOB TITLE:    Director of Village Operations 
 
DEPARTMENT:   Public Works 
 
CLASSSIFICATION:   Exempt 
 
IMMEDIATE SUPERVISOR: Village Administrator 
 
SUMMARY: 
The Director of Village Operations exercises supervision over the Superintendent of 
Administration and the Superintendent of Operations either directly or through 
designated subordinate supervisors and has other duties and responsibilities as provided 
in this job description.  The Director of Village Operations ensures that the enforcement 
of all applicable laws and regulations relating to the Public Works operations are 
complied with and enforced.  The Director of Village Operations may from time to time 
temporarily designate employees of the Department to perform, in the Director’s stead, 
his duties and/ or the duties of any subordinate position in the Department of Public 
Works. 
 
QUALIFICATIONS: 
This position requires demonstrated knowledge of engineering principles, practices and 
methods as applicable to the municipal setting, along with ability to quickly grasp all 
local codes, ordinances, regulations and laws.  The Director of Village Operations must 
have the ability to communicate effectively both orally and in writing with employees, 
consultants, appointed and elected Village officials and the general public, along with the 
necessary engineering background to conduct research and compile comprehensive 
reports as required on schedule basis or request.   
 
SPECIAL REQUIREMENTS: 
Must be able to successfully pass pre-employment drug and medical screening, possess 
valid State of Illinois licenses in water distribution and wastewater operations, undergo a 
criminal records check through the state police, a financial back ground check and sign 
an economic disclosure statement.  It is an expectation that the Director of Village 
Operations is an accredited member of related professional organizations. 
 
EDUCATION AND EXPERIENCE: 
This position requires a bachelor’s level education from an accredited four year college 
or university in the fields of civil engineering, public administration or closely related 
field of study and a minimum of ten years experience in a municipal public works with a 
minimum of five years of progressive and successful leadership in management positions.  
This position can be filled by a person who has a combination of skills and experience in 
lieu of the educational requirements if this experience satisfies the essential functions of 
the position. 
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HOURS: 
This is an exempt position with the normal expectations of working a standard work 
week within department operating hours, subject to recall and extensive after hours work 
in the event of emergencies.  The Director of Village Operations is expected to attend 
Village Board Meetings, Village Board Committee Meetings for Public Works and time 
as required by direction of the Village Administrator or the Mayor to complete projects 
and special tasks. 
 
DUTIES: 
Essential Functions: 
1. Oversees and approves work procedures and work schedules, expedites workflow, 

evaluates and inspects projects and assignments. 
2. Prepares documents, reports and budgets estimates, manages and executes approved 

budget with effectiveness and efficiency. 
3. Issues oral and written instructions that are clear and concise. 
4. Studies and standardizes department polices and procedures to improve efficiency 

and effectiveness of the Public Works Department. 
5. Insures safe and proper operation in accordance with all county, state and federal 

rules, regulations and laws of the distribution and delivery of the public water system. 
6. Insures proper operation in accordance with all county, state and federal guidelines, 

regulations and laws for the operation and processing of the waste water system and 
facility. 

7. Plans, organizes, coordinates, supervises and evaluates programs, plans, services, 
staffing, equipment and infrastructure for all divisions within the Public Works 
Department. 

8. In concert with Village Engineer and Building Commissioner, reviews private 
development plans for compliance with established code, regulation and standards, 
adequacy of applications for permits and compliance with approved plans. 

9. Oversees the development or update of the comprehensive multi-year infrastructure 
plan and program. 

10. Participates in countrywide transportation planning, both initiatives and funding. 
11. Researches grant possibilities and coordinates with appropriate staff to initiate grant 

applications. 
12. Coordinates with Village Zoning and Planning staff on all new development projects. 
13. Coordinates the implementation of TIF (tax increment financing) funded projects. 
14. Develops and updates capital project plans for the Village. 
15. Formulates and maintains a business and governmental continuity of the operations 

plan. 
16. Works closely with local businesses in support of economic development. 
17. Creates and maintains plans that ensure Village-wide coordination and efficiency of 

all Departments. 
18. Oversees design, development and maintenance of Village facilities and 

infrastructures. 
19. Solicits and negotiates applicable professional service contracts such as contract work 

to support Public Works assignments and projects. 
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20. Oversees project management for bidded construction projects for the construction 
and/or repair of Village public infrastructure. 

21. Coordinates with the Village Engineer and oversees the preparation and development 
of bid specifications for projects to be completed within the Village.   

22. Maintains confidentiality as required to safeguard the bid process. 
23. Responds to public or other inquiries relative to department policies and procedures.  
24. Evaluates issues and options regarding department activities and services. 
25. Maintains regular contact with consulting engineers, construction project engineers, 

municipal, county, state and federal agencies, professional and technical groups and 
the general public regarding department actions, services and performance. 

26. Monitors intergovernmental actions affecting Public Works. 
27. Maintains membership in professional organizations to insure that all Public Works 

operations are current, consistent with the law and use best practices. 
28. Maintains amicable relations with bargaining units within the Public Works 

department. 
29. Performs other functions as required within the scope of this position. 
 
Marginal Functions 
1. Trains department heads in understanding procedures and processes used to 

accomplish the mission of the Public Works Department. 
2. Contributes to the safety of all Village work places through assisting with safety 

programs, training and professional observation. 
3. Participates in local, regional and national conferences that are related to Public 

Works programs and practices. 
4. Develops plans and training timelines for national accreditation of the Public Works 

Department. 
 
PSYCHOLOGICAL CONSIDERATIONS: 
1. Employee should be able to maintain a positive working relationship with other 

employees. 
2. Employee must work effectively under deadlines in a variety of environments and 

elements. 
3. Employee must work effectively and efficiently in a sometimes ambiguous 

environment, with ability to make correct decisions in a stressful situation.  
4. Employee must demonstrate leadership qualities to perform required work. 
5. Employee must be able to function in a sometimes fast and ambiguous environment. 
6. Employee must be able to work with senior management team as required to include 

presentations and attendance at meetings. 
 
PHYSICAL DEMANDS: 
Sitting    Frequently 
Walking   Occasionally 
Strength   Medium (up to 50 lbs.) 
Balancing    Occasionally 
Stooping   Occasionally 
Kneeling   Occasionally 
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Crouching   Occasionally 
Reaching   Occasionally 
Handling   Frequently 
Fingering   Frequently 
Feeling    Occasionally 
 
ENVIRONMENTAL CONSIDERATIONS: 
1. Employee must park in exposed parking lot with potential of walking ¼ mile. 
2. Employee general work area is indoors, in a smoke free, open office environment 

with controlled temperature and fluorescent lighting. However duties often demand 
work in the outdoor environment with temperature and weather extremes associates 
with the northeastern Illinois area. 

3. Protective clothing is required for a variety of tasks, to include use of protective foot 
wear, head gear and other devices and pieces of clothing. 

 
COGNITIVE CONSIDERATIONS: 
1. Employee must have the ability to deliver directions and communicate in English 

verbally and in writing. 
2. Employee must be able to read and understand materials printed in English. 
3. Employee must possess time management and organization skills to effectively 

perform the job. 
4. Employee must possess computer skills including proficiency in word processing, 

spreadsheet and database applications. 
5. Employee must have ability to make judgements with respect to confidentiality of 

information and problem solving. 
6. Employee must use good safety awareness and judgement in all aspects of the 

position. 
 
 
 
 

 
 
I have reviewed and understand my job description. 
 
__________________________________ 
Employee Name 
 
 
__________________________________                        ___________________ 
Employee Signature     Date 
 
 
__________________________________                        ___________________ 
HR Signature                                                                      Date 
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Village of Wauconda 
Job Description 

 
JOB TITLE:    Assistant to Director of Village Operations 
 
DEPARTMENT:   Public Works  
 
CLASSSIFICATION:   Exempt  
 
IMMEDIATE SUPERVISOR: Director of Village Operations 
 
SUMMARY: 
This executive level administrative position requires the individual to assist the Director of 
Village Operations by performing complex administrative and professional work in planning and 
organizing within all areas of the Public Works Department.  Specific duties include the 
development and implementation of improved management systems, enhancements to 
recordkeeping, and the ability to provide effective, ongoing communications with all Village 
Departments, elected officials, and the general public.   
 
QUALIFICATIONS: 
The Assistant to the Director of Village Operations must have strong organizational, analytical, 
computer, writing and interpersonal skills. Must be able to communicate effectively with 
residents, employees, consultants, other governmental agency representatives, municipal officials 
and the general public. Ability to quickly acquire a comprehensive knowledge of the 
organization, functions, and operating practices of the Public Works Department.  Ability to 
compile comprehensive reports and experience in assignment and project tracking is also needed. 
 
SPECIAL REQUIREMENTS: 
Must possess a valid Illinois drivers license, pass a background examination that will include 
credit check and pass medical and drug screenings. 
 
EDUCATION AND EXPERIENCE: 
Bachelor degree in Business Administration, Communications, or equivalent combination of 
training and experience in general business organizational principles and practice.      
Minimum of three (3) years previous administrative experience in a public or private sector 
organization. 
 
HOURS: 
As an exempt position, the Assistant to the Director of Village Operations will work established 
hours as specified by the Director of Village Operations. 
 
DUTIES: 
Responsibilities include working with designated staff members to develop standard departmental 
operating procedures and create specific checklists for critical functions. In addition, the 
individual is responsible for ensuring that proper periodic reviews and updates are applied to 
existing departmental procedures in an effort to guarantee the efficiency and effectiveness of both 
current and future practices.  
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Responsible for attending staff and project meetings to ensure all projects are properly and 
accurately tracked to completion; responsible for overseeing that notifications and critical 
timelines are met by the Village Engineer and appropriate Village staff.    
 
Assists the Director of Village Operations with the processing of specific permits and notices 
related to Public Works operations and tracks adherence to project review schedules. 
 
Responsible for preparing written communications as directed by the Director of Village 
Operations such as board reports and memos, supporting materials for agenda items, e-mail 
responses to residents, and internal and external memos and letters.  This individual will provide 
review and editing input as needed on all forms of departmental written communications which 
are intended for external use.  
 
Assist the Director of Village Operations by recognizing and prioritizing any requests for 
information and inquiries from the public in order to get prompt and accurate responses to 
resident inquiries. 
 
Work with supervisors to coordinate special activities and public awareness campaigns which 
promote the services offered by the Village of Wauconda by preparing media releases and other 
written materials to inform residents of relevant Public Works information.  
 
Responsible for preparing administrative reports and when needed, consolidate information from 
three department foreman to create concise summaries meant to keep the Village Administration 
and elected public officials informed of important events, projects and plans within the Public 
Works Department.  
 
Responsible for assisting with the preparation of the annual budget and the preparation of support 
materials justifying planned purchases (in conjunction with the Director and respective 
superintendents).  The individual will review completed purchase orders for proper coding, be 
aware of available fund balances, obtain the approval necessary per departmental procedure, and 
prepare budget transfer forms and payment requests for proper approval. 
 
Assists in evaluating Department needs and the formulation of short and long range plans to meet 
future needs, such as equipment replacement schedules and planned / scheduled maintenance.  
 
Assists in the creation of a documented preventive maintenance program for vehicles, equipment 
and critical infrastructure and provides data entry as needed to maintain these records. 
 
Develops and maintains an equipment inventory system to track Village tools, vehicles and 
purchased supply items. 
 
Coordinates the development of a records filing system and a records retention plan to ensure a 
system is in place to provide appropriate off-site backup storage for critical information and track 
documents that are out of file for review.   
 
Responsible for the record keeping of all employee required training, recertification requirements 
and completion of exams and tracking of monthly and annual required safety related inspections, 
training and program reviews. 
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Assist other department staff in the development of presentations and handouts using graphs, 
diagrams, pictures and computer presentations as necessary for public education and community 
outreach activities. 
 
Ensure the Public Works section of the Village website is maintained and updated with seasonally 
accurate information.  Makes recommendations to the Director about information which should 
be added to the website to better represent our services and inform Village residents of important 
items.  
 
Any and all other duties, projects, or programs assigned by the Director of Village Operations.  
 
COMPENSATION: 
This is a salaried position.  Salary to be commensurate with level of education and experience as 
established by the Village Board.   
 
PSYCHOLOGICAL CONSIDERATIONS: 
1. Employee should be able to maintain a positive working relationship with other employees. 
2. Employee must work effectively under deadlines in a variety of environments and elements. 
3. Employee must demonstrate personal discipline qualities to perform required work. 
4. Employee must be able to function in a sometimes fast and ambiguous environment. 
5. Employee must be able to work with department heads as required to include presentations 

and attendance at meetings. 
 
PHYSICAL DEMANDS: 
Sitting    Frequently 
Walking   Occasionally 
Strength   Light (up to 20 lbs.) 
Balancing    Occasionally 
Stooping   Occasionally 
Kneeling   Occasionally 
Crouching   Occasionally 
Reaching   Occasionally 
Handling   Frequently 
Fingering   Frequently 
Feeling    Occasionally 
 
ENVIRONMENTAL CONSIDERATIONS: 
Employee must park in exposed parking lot with potential of walking ¼ mile. 
Employee general work area is indoors, in a smoke free, open office environment with controlled 
temperature and fluorescent lighting. 
Protective clothing is not required. 
 
COGNITIVE CONSIDERATIONS: 
Employee must have the ability to follow directions and communicate in English verbally and in 
writing. 
Employee must be able to read and understand materials printed in English. 
Employee must possess time management and organization skills to effectively perform job. 
Employee must possess computer skills including proficiency in word processing, spreadsheet 
and database applications. 
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Employee must have ability to make judgments with respect to confidentiality of information and 
problem solving. 
Employee must use good safety awareness and judgment in all aspects of the position. 
 
 
 
 
 
 
 
 
 
 
 
I have reviewed and understand my job description. 
 
__________________________________ 
Employee Name 
 
 
__________________________________                        ___________________ 
Employee Signature     Date 
 
 
__________________________________                        ___________________ 
HR Signature                                                                      Date 
 
 
 
































































































































